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ABSTRACT 



This guide was developed as a "how t;" training 



dGvice for word processing using AppleWorks on the Apple lie computer 
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option, setting and removing tabs, and producing bold face text. For 
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I NTRODUCT I ON 



"Obtaining Help With AppleWorks VI. 3 Word Processing Files Using 
The Apple lie Coinputer" was developed for use as a "how to** training 
device* It can be used with Apple lie computers v^ich have a Duodisk 
or two disk drives* Its development was accomplished using an Apple 
Duodisk drive, 5 1/4" floppy disks, and the 1*3 Version of the 
App 1 eWorks program • The p i c t ur es one sees in the F i gures of this 
document are those that will be seen vriien VI .3 of the AppleWorks 
program is used to obtain help with word processor files. Generally, 
other versions of the AppleWorks program, as as the smaller^ disk 

drives presently available on the market, may be used in conjunction 
with the document* If the document is to be used as it was intended 
at the time of development, us^rs must have the followiri^r items 
available to them: 

1. Apple lie computer. 

2. A Duodisk or two disk drives. 

3. AppleWorks startup and AppleWorks program disks. These items 
may be located on opposite sides of the same con^uter disk. 

4. One data disk upon which is stored, a word processor file. 

If this document is to be used as it was intended, users must know 
how to turn on the computer. 

After using this document, Apple lie computer operators should be 
able to use the AppleWorks VI. 3 word processing help option with their 
AppleWorks work processor files. Additional guidance in this regiird 
may be found in the AppleWorks program manual which accompanies the 
purchase of the program. Manuals are also available from many 
bookstores . 

Mistakes found in this document are mine. 
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DIRECTIONS 



Program Loading. 

a. Place the AppleWorks program (Version 1.3), startup disk in 
slot #1 of the Duodisk drive or drive #1 if two separate 
drives are used. If you are not sure which disk drive 

has been connected as drive #1, place the program in 

one of the two drives. The computer will normally search « 

both drives for the program disk. 

b. Turn on the computer and load the program into the cc^uter. 
This step may require using two disks, one the startup disk 
and one the program disk or turning the startup disk over 
(watch for directions at the bottom of the monitor screen) if 
the startup and program portions are on opposite sides of the 
sam^ disk, or-* 

c. If the machine is already energized, insert the disk and 
press ond hold down the OPEN-APPLE and the CONTROL keys ard 
wnile they are held down: 

d. Press and release the RESET key and then release the 
OPEN-APPLE and the CONTROL keys (remember, you still may need 
to insert the second disk or turn the disk over). 

e. With this task completed, your screen should look like Figure 
1 (the "Main Menu" is on the screen). 



Disk: Disk 2 



MAIN MENU 



Main Menu 



1. Add files to the Desktop 

2. Work with one of the filets on the Desktop 

3. Save Desktop files to disk 

4. Remove files from the Desktop 

5. Other Activities 
6« Quit 



Type number, or use arrows, then press Return 3-? for Help 



Figure 1. Thie Monitor Screen Showing The Main Menu. 
02. Getting Started . 

a. Place your data disk in slot #2 of the Duodisk drive or disk 
drive #2. 

b. With the "i' Id files to the Desktop" option highlighted, press 
the RETURN key (see Figure 2). 



Disk: Diak 2 



ADD FILES 



Escape: Main Menu 



Main Menu 



Add Files 



Get files from: 

1. The current disk: Disk 2 

2. A different disk 



Make a new file for the: 

3. Word Processor 
4« Data Base 
5« Spreadsheet 



Type number, or use arrows, then press Return 22K Avail 



Figure 2. The Monitor Screen After Selecting The Add Files Option. 

c. With the, "Current disk: Disk 2" option highlighted, press the 
RETURN key (see Figure 3). 
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APPLEWORKS FILES 



Escape: Add Files 



Main Menu 



Add Files 



I 



AppleWorks files 

Disk volume /TRAINING has 16K available 



ft III Name 


Type of file 


Size 


Date 


Time i 1 


;v 1 1 1 WP00022 


Word Processor 


3K 


6/14/88 


• 


-r- 1 1 1 WP00023 


Word Processor 


IK 


6/15/88 




III WP00024 


Word Processor 


3K 


6/15/88 




1 1 1 WP00025 


Word Processor 


13K 


6/23/88 




1 1 1 1 WP00029 


Word Processor 


IK 


9/20/88 




1 1 1 WP00030 


Word Processor 


IIK 


9/20/88 




1 1 1 WP00031 


Word Processor 


3K 


9/20/88 




1 1 1 WP00032 


Word Processor 


17K 


5/19/88 




;:. 1 1 WP00905.006 


Word Processor 


13K 


6/12/89 




1 1 WP00906.006 


Word Processor 
More 


31K 


6/12/89 






Use Right Arrow to choose 


files. Left Arrow to 


undo 




22K Avail 



Figure 3. The Monitor Screen Showing A Disk Catalog. 

d. Use the DOWN-ARROW to highlight one of your word processor 
f i les. 

e. Press the RETURN key once. An example of the results can be 
seen in Figure 4. 
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File: WP00022 REVIEW/ADD/CHANGE Escape: Main Menu 

* INTRODUCTION" 

"Setting Up Letters Using The AppleWorks. . .Computers" 
was developed for use as a "how to" training device. It can 
\M used with either Apple He or I ICS computers which have a 
Duodisk or two disk drives and an column card installed. 
Its development was accomplished using an Apple Duodisk * 
drive, 5 1/4" floppy disks, and the 1.3 Version of the 
AppleWorks program. Generally, other versions of the 
AppleWorks program as well as the smaller disk drives, 
presently available on the market, may be used in 
conjunction with the document. If the document is to be 
used as it was intended at the time of its development, 
users must have the following items available to them: 

1. Apple II series computer. 

2. A Duodisk drive or two disk drives. 

Type entry or use 9 commands Line 1 Column 1 Q-? for Help 



Figure 4. An Example Word Processor File. 
03. Help List . 

a. Press the OPEN-APPLE and the "?" keys at the same time. Your 
monitor screen should look like the picture shown in Figure 
5. 



IfrFlle: VP00022 HELP Escape: Review/Add/Change 



9-C Copy text (includes cut and paste) 

0-D Delete text 

9-F Find occurrences of 

9-K Calculate page numbers 

9-M Movo text Cincludesj cut and paste) 

9-N Change name of file 

9-0 Options for print formatting 

9-P Print 

9-R Replace occurrences of • 

9-T Set and clear tab stops 



Use arrows to se* remainder of Help 



20K Avail 



Figure 5. The Monitor Screen Shoving The First Portion Of The Help 
List. 

b. Press the DOWN-ARROW key until the 9-Z statement is at the 
top of the screen Csee Figure 6). 
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HELP EBoapei Rsview/Add/Chang« 

S-Z Zoom In or Out to display or not 
disp'iay printer options 



9-Space bar 


Sticky space 


Control -B 


Begin or end bold face 


Control -L 


Begin or end underline 


RETURN 


Mark end of paragraph 


DELETE 


Delete preceding character 


Arrows 


Move the cursor 


3-Up arrow 


Back up a full screen 


0-Down arrow 


Go forward a full screen 


0~Right arrow 


Go to next word 



Use arrows to see remainder of Help 20 K Avail. 



Figure 6. The Monitor Screen Showing The Second Portion Of The Hel 



c. Press the DOWN-ARROW keys until the monitor screen no longer 
changes. The monitor screen now looks like the picture in 
Figure 7. Notice the similarities between Figures 6 and 7. 
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DELETE 


Delete preceding character 


Arrows 


Move the cursor 


9~Up arrow 


Back up a full screen 


9~Down arrow 


Go forward a full screen 


Q~Right arrow 


oo to next word 


9~Left arrow 


Go to previous word 


TAB 


Go to next tab stop 


a-TAB 


Go to previous tab stop 


9-1 

through 
9-9 


Go to beginning of file 

through 
Go to end of file 



Use arrows to see remainder of Help 20K Aval 

Figure 7. The Monitor Screen Showing The Last portion Of The Help 
List. 

d. Insure that your printer is on and ready to print. 

e. Press the OPEN-APPLE and the "H" keys at the same time. 

f. Press the UP-ARROW key until the 9-Z message is at the top of 
screen . 

0. Press the OPEN-APPLE and the "H" keys at the same time. 

h. Press the UP-ARROW key until the screen no longer changes. 

1. Press the OPEN-APPLE and the "H" keys at the same time. 



ERIC 
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J* Press the ESC key once. The screen now appears similar to 
the example shown In Figure 8. 

';;^n«t WP00022 REVIEW/ACD/CHANGE Eaoapet Main H«nu 

% ^ * INTRODUCTION* 

'fAr: "Setting Up Letters Using The AppleWorks. . .Compu cere" 

iwas developed for use as a "how to" training devlc«. It can , 

used with either Apple He or IIGS computers which have a 
^^Duodlsk or two disk drives and an 80 column card Installed. 
%l,t« development was accomplished using an Apple Duodlsk 
|cirive» 5 1/4" floppy disks* and the 1.3 Version of the 
il^PPloVorks program. Generally* other versions of the 
CA^PleWorks program as well as the smaller disk drives, 
'^)premntly available on the market, may be used In 

^conjunct Ion with the document. If the document la to be 
«used as It was Intended at the time of lis development, 

users must have the following Items available to them: 

1. Apple II series computer. 

2. A Duodlsk drive or two disk drives. 

*Type entry or use 9 commands Line 1 Column 1 9-? for Help 



Figure 8. The Monitor Screen After Exiting The Kelp List. 
04. Using The Help L' it . 
a. Copy text. 

<1) Use the ARROW keys and set the cursor under the first 
letter of the first word in your text that you wish to 
copy. 

<2) Press the OPEN-APPLE and le "C" keys at the same time. 
Your monitor screen will appear similar to the example 
shown in Figure 9. 
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File: WP00022 COPY TEXT Escape: Rev i ew/Add/Change 

^^^V*'' J ^^^^^^^^^ ^ ^ ^_ — — — — — m-- — — 



"INTRODUCTION- 

v ■'Setting Up Letters Using The AppleWorks* . .Computers" 



was developed for use as a ''how to" training device. It can 



l^kbe used with either Apple He or II6S computers v^ich have a 
lf^^\lXiodi6k or two disk drives and an 80 column card installed. ' 
t^^^tlt^ development was accomplished using an Apple Ouodisk 
'drive f 5 1/4" floppy disks, and the 1*3 Version of the 
AppleWorks program* Generally, other versions of the 
AppleWorks program as well as the smaller disk drives, 
presently available on the market, may be used in 
conjunction with the document. If the document is to be 
lised as It was Intended at the time of its development, 
users must have the following items available to them: 

1. Apple II series computer. 

2. A Duodisk drive or two disk drives. 

.... Copy Text? Within document To clipboard (cut) Frcxn clipboard (paste) 




Figure 9. The Monitor Screen Showing The Copy Option Selected. 

C3) With the "Within Document" option selected 

Chightl ighted), press the RETURN key once (see Figure 
10). 
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Filet VP00022 



I 



REVI EW/ADD/CHAN6E 



Escape: Main Menu 



— Chars per Inch: 6 chars 

Centered 

*IHTRODUCTION* 

Chars per Inch: 10 chars 

Justified 

"Setting Up Letters Using The AppleWorks. . .Computers" 
was developed for use as a "how to" training device. It can 
be* used with either Apple He or IIGS computers which have a 
Ouodisk or two disk drives and an 80 column card installed. 
'Its development was accomplished using an Apple Ouodisk 
drive, 5 1/4" floppy disks, and the 1.3 Version of the 
AppleWorks program. Generally, other versions- of the 
AppleWorks program as well as the smaller disk drives, 
presently available on the market, may be used in 
conjunction with the document. If the document is to be 
used as it was intended at the time of its development, 
users must have the following items available to them: 



Type entry or use 9 coinnands Line 1 Column 1 9-? for Help 



Figure 10. The Monitor Screen Showing The "Within Document" Option 
Selected. 

(4) Use ARROW keys and highlight the portion of your 
document you wish to copy (directions at bottom of 
mon i tor screen ) . 

<5) Press the RETURN key once (see Figure 11). 



File: WP00022 



COPY TEXT 



Escape: Review/Add/Change 



— Chars per Inch: 6 chars 

Centered 

"INTRODUCTION" 

Chars per Inch: 10 chars 

Justified 

"Setting Up Letters Using The AppleWorks. . .Cooqputers* 
wa3 developed for use as a "how to" training device* It can 
be used with either Apple lie or I ICS computers which have a 
Duodiak or two disk drives and an 80 column card installed. 
Its development was accomplished using an Apple Duodisk 
tjrive, 5 1/4" flc^py disks, and the 1«3 Version of the 
;App1eWorks program* Generally, other versions of the 
^pleWorks program as well as the smaller disk drives, 
presently available on the market, may be used in 
conjunction with the ctocument. If the document is to be 
used as it was intended at the time of its development, 
users must have the following items available to them: 



Move cursor to new location, then press Return 20K Avail, 



Figure 11 • The Monitor Screen Before Moving The Copy. 

<6) Use the ARROW keys and move the cursor to ^he location 
in the document vrtiere you wish the copy of your text to 
be placed. See the example in Figure 12* 
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Files W00022 COPY TEXT Escape: Revlew/Add/Change 

presently available on thr? marKet, may be used in 
conjunction with the document. If the document is to be 
used as it was intended at the time of its development , 
uaers must have the foT lowing Uems available to tl^m: 

1* Apple II series comp'iter. 

2* A Ouodisk drive or two disk drives* 

3. AppleWorks startup and AppleWorks program disks. 
These items may be located on opposite sides of the same 
computer disk. 

4* One data disk* 

The following skills must be mastered by users before 
the document can be used as it was intended. Users must be 
able to: 

1. Turn on the Apple computer. 



Move cursor to new location, then pn*ss Return 20K Avail. 



Figure 12. The Monitor Screen Showing An Example Location Where The 
Copy Is To Be Moved. 

<7> Press the RETURN key once (See Figure 13). 
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Filet VP00022 COPY TEXT Escape: Review/Add/Change 

AppleWorks program as well as the smaller disk drives, 
presently available on the market » may be useo in 
conjunction with the document. If the document is to be 
ueed as it was intended at the time of its development, 
users must have the following items available to them: 

1. Apple II series computer* 

2. A Duodisk drive or two disk drives* 

3. AppleWorks startup and AppleWorks program disks. 
These items may be located on opposite sides of the same 
computer disk. 

4« One data disk. 

The following skills must be mastered by users before 
the docianent can be used as it was intended. Users must be 
able to: 



Move cursor to new location, then press Return 18K Avail. 



Figure 13. The monitor Screen Showing Copied Text. 

<8> Press the OPEN-APPLE and the "C" keys at the aame 
time. 

<9> Press the RIGHT-ARROW key and move the cursor to 
highlight the "To clipboard <cut>" option. 

<10> Press the RETURN key once (see Figure 14). 




File: VP00022 COPY TEXT Escape: Rev i ew/Add/Change 

presently available on the market, may be used in 
£ conjunction with the document « If the document is to be 
/ used as it was intended at the time of its development, 
Vr users must have the following items available to them: 

1« Apple II series computer « 

2. A Duodisk drive or two disk drives* 
Its development was accomplished using an Apple Duodisk 
/ drive, 5 1/4* floppy disks, and the 1*3 Version of the 
I V AppleWorks program* Generally, other versions of the 
AppleWorks program as well as the smaller disk drives, 
priesently available on the market, ma** be used in 

V 3* AppleWorks startup and AppleWorks program disks. 

These items may be located on opposite sides of the same 
coa9)uter disk* 

4. One data disk* 



Use cursor moves to highlight block, then press Return 20K Avail. 



Figure 14* The Monitor Screen After Selecting The Clipboard Option. 

<11) Follow the directions provided on the screen, 

hi^lighting the portion of the documenc you wish to 
copy using the ARROW keys, and then press the RETURN 
key once* Following this action, your screen will 
appear similar to the example shown in Figure 15. 
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^ Fl^i WP00022 REVIEW/ADD/CHANGE Escape: Main Menu 

J^f:: presently available on the market, may be used in 
^iicconjunctlon with the document. If the document is to be 
;|r. used as it was intended at the time of its development, 
^5^- users must have the following items available to them: 




1. Apple II series computer. 



2. A Duodisk drive or two disk drives. 
•||. Its development was accomplished using an Apple Duodisk 

drive, 5 1/4" floppy disks, and the 1.3 Version of the 
J^i^^ /AppleWorks program. Generally, other versions of the 
D^?; AppleWorks program as well as the smaller disk drives, 
. presently available on the market, may be used in 

t^y- 3. AppleWorks startup and AppleWorks program disks. 
:f These items may be located on opposite sides of the same 
computer disk. 

^\ 4. One data disk. 



Type entry or use 9 commands Line 24 Column 1 Q-? for Help 



Figure 15. The Monitor Screen After Copying Part Of A document To The 
CI ipboard. 

<12> Use whatever combination of keys that is necessary and 
bring the document, that is to receive the copied 
portion of your original document, to the screen (see 
Figure 16). 





Pilet ^WP00025^ ^ ^ ^^^REVIEW/ADD/CHANGE Escapet Main Menu 

"DIRECTIONS* 

01. PROGRAM LOADING. Load the AppleWorks program into the 
^gr-coinputer. With this task conqpleted* your screen should look 
like Figure 1 (the "Main Menu" Is on the screen). In the 
upper left corner of the screen, you should find the numeral 
■2" following the second word "Disk." If this Is the case, 
proceed to step 02. If the numeral Is "1," go to step 
number 05. 



Type entry or use 9 commands Line 1 Column 1 9-? for Help 

Figure 16. The Monitor Screen Showing An Example Of A New File To 
Which Part Of A Copied Document Is To Be Moved. 

<13> Use the ARROW keys and place the cursor at the spot 

v^ere you want the beginning of the copied document to 
be placed. 

<14> Press the OPEN-APPLE and the "C- keys at the same time. 

<15> Use the RIGHT-ARROW key to highlight the "From 
c 1 1 pboar d" op 1 1 on . 

<16> Press the RETURN key once Csee Figure 17), 




18 



20 



File:^WP00025 ^ ^ REVIEW/ADD/CHANGE Escape; Main Menu 

01. PROGRAM LOADING. Load the AppleWorks program into the 

computer. With this task completed, your screen should look 

like Figure 1 (the "Main Menu** is on the screen). In the 

upper left corner of the screen, you should find the numeral 

•2* following the second word -Disk.- If this is the case, , 

proceed to step 02. If the numeral is "1," go to step 

number 05. 



Its development was accon^lished using an Apple Duodisk 
drive, 5 1/4- floppy disks, and the 1.3 Version of the 
AppleWorks program. Generally, other versions of the 
AppleWorks program as well as the smaller disk drives, 
presently available on the market, may be used in 

Type entry or use 9 commands Line 24 Column 1 a-? for Help 



Figure 17. The Monitor Screen After Copying The Section Of The 
Original Document Into The New Document. 

*j. Deleting part of your text. 

<1) Identify the part of your document that you need to 
delete. 

<2) Use a ccMivbi nation of ARROW keys and place the cursor 
under the first letter or number in the document to be 
deleted. 



<3> Press the OPEN-APPLE and the "D" keys at the same time 
(see Figure 18). 



Pilet ^WP00025 ^ ^ ^ DELETE TEXT Escapes Revlew/Add/Change 

01* PROGRAM LOADING. Load the AppleWorks program into the 

pomputer* With this task completed, your screen should look 

like Figure 1 (the "Main Menu** is on the screen)* In the 

upper left corner of the screen, you should find the numeral 

•2" following the second word "Disk." If this is the case, ' 

proceed to step 02. If the numeral is "1," go to step 

number 05. 



f Its development was accomplished using an Apple Duodisk 
r drive, 5 1/4" floppy disks, and the 1.3 Version of the 
AppleWorks program. Generally, other versions of the 
AppleWorks program as well as the smaller disk drives, 
- presently available on the market, may be used in 

Use cursor moves to highlight block, then press Return 7K Avail.- 

Figure 18. The Monitor Screen Showing The Delete Text Function 
Selected. 

(4) Use a combination of ARROW keys to highlight the part of 
the text that needs to be deleted. 

(5> Press the RETURN key once and the compare Figures 18 and 
19. 



me^^WP00025 REVIEW/ ADD/CHANGE Escape: Main Menu 

.01. PROGRAM LOADING. Load the AppleWorks program into the ~ ' ' 

.computer. With this task completed, your screen should look 
^;>:l,ike Figure 1 (the "Main Menu" is on the screen). In the 
upper left corner of the screen, you should find the numeral 
•2" following the second word "Disk." If this is the case, 
proceed to step 02. If the numeral is "1," go to step , 
number 05. 



Its development was accomplished using an Apple Duodisk 
drive, 5 1/4" floppy disks, and the 1.3 Version of the 
AppleWorks program. 



fi;'; Type entry or use 3 commands Line 22 Column 1 9-? for Help 



Figure 19. The Monitor Screen Showing Part Of The Text Deleted. 

c. Finding parts of or within a document. 

CI) Press the OPEN-APPLE and the "F keys at the same time 
Csee Figure 20). 




21 

^^xl :.:k;.^M^,..,. . , 23. . . 



|j;T^^Fil«: tfP00025 FIND Escape; Review/Add/Change 

^^?<>i« PROGRAM LOADING. Load the AppleWorks program into the 
:^/computer. With this task completed, your screen should look 
Iv^ like Figure 1 (the ^Main Menu** is on the screen) « In the 
*^;upper left corner of the screen, you should find the numeral 
;W*2" following the second word ••Disk.*' If this is the case, 
^^^jProceed to step 02 ♦ If the numeral is 1 , go to step ? 
n 05. 



Its development was accomplished using an Apple Duodis< 
} drive, 5 floppy disks, and the 1.3 Version of the 

- AppleWorks program. 



Find? Text Page Marker Case sensitive text Options for printer 



Figure 20. The Monitor Screen Showing The Find Option Selected- 

(2> Use the RI6HT--ARR0W key to highlight the type of 
information you want to find within your document. 

<3) If you highlight the -Options for printer" and press the 
RETURN key once the monitor screen will appear similar 
to the example shown in Figure 21. 




, I 1 I I I ^^^^^ Escape: Review/Add/Change 

like Figure 1 <the "Main Menu" Is on the screen). In the ■"■'«««- 1 -*»» I *«- 
upper left corner of the screen, you should find the numeral 
ioUowlng the second word "Disk." If this is the case, 
pro<;eed to step 02. If the numeral is "1," go to step 
number 05. 



Its development was accomplished using an Apple Duodisk 
drive, 5 1/4" floppy disks, and the 1.3 Version of the 

FIND PRINTER OPTIONS 



Option: 

PW: Platen Width 
LM: Left Margin 
RM: Right Margin 
CIt Chars per Inch 
Pi: Proportional -1 
P2: Proportional -2 
IN: Indent 
JU: Justified 



UJ: Unjustified 
CN: Centered 
PL: Paper Length 
TM: Top Margin 
BM: Bottom Margin 
LI: Lines per Inch 
SS: Single Space 
DS: double Space 
TS: Triple Space 
NP: New Page 



6B: Group Begin BE: 

GE: Group End -hht 

HE: Page Header +E: 

FO: Page Footer -B: 

SK: Skip Lines -E: 

PN: Page Number UB: 

PE: Pause Each page UE: 

PH: Pause Here PP: 

SM: Set a Marker EK: 
BB: Boldface Begin 



Boldface End 
Superscript Beg 
Superscript End 
Subscript Begin 
Subscript End 
Underline Begin 
Under 1 ine End 
Pvint Page No. 
Enter Keyboard 



Figure 21. 



The Monitor Sr-een After Selecting The "Find Printer 
Options" Option. 

<4> Select either the "Text;;^ or the "Case sensitive text' 

i^w The monitor screen 



detect either the "Text" or the "C< 
option and press the RETURN key. 1 
will appear like the example shown 



in Figure 22. 
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"ND _ _^ Eac«p«, Main M.nu 



Jlk» Figure ! (the "Main Menu" is on the acreen). In the 
^lfS?*£ !?'*^ corner of the screen, you should find the num«>ral 
•'a" following the second word "Disk." If this is the case, 
jPS'Oceed to step 02. If the numeral is "l," go to step 
number 05. 



Its development was accomplished using an Apple Duodisk 
y^^'i ^ ^^°PPy disks, and the 1.3 Version of the 

«PP>;«works program. Generally, other versions cf the 
AppUVorks program as well as the smaller disk drives, 
I'Kpreasntly available on the market, may be used in 
conjunction with the document. If the document is to be 
used as It was intended at the time of its development, 
users must have the following items available to them: 



Find what text? 



Figure 22. The Monitor Screen Showing A Find Text Option Selected. 

iJjni! ^^"^ option and press the 

RETURN key you will need to supply the number of the 
page for vmlch you are looking. 

<6> Select the "Text" option by highlighting It. 
<7> Press the RETURN key once. 

<8> Type in the text (word or words) you wish to find as 

directed at the bottom of the monitor screen (see Figure 



pj^vlta development was accomplished using an Apple Duodisk 
drive, 5 floppy disks, and the 1.3 Version of the 

AppleWorks program. 



^;Flnd what text? THE 



' , V ^ 



Figure 23. The Monitor Screen Showing The Words Of The Text To Be 
Located. 

<9) Press the RETURN key once (see Figure 24). 




?;vFil«? WPeD025 



FIND 



Escape: Main Menu 



Figure 1* The Computer Screen With Disk Drive Two Selected. 



m02^ ADDING FILES TO THE DESKTOP • Select option #1, "Add 
Files to the Desktop.* It is his^ lighted (usually in 
gr>een» but the actual color depends on the type of equipment 
you have) so you should press the RETURN key once. Your 
screen should look like the picture shown in Figure 2 
^following this action. 



:i% Find next occurrence? No Yes 



Figure^ 24. The Monitor Screen Showing The First Location Of The 
Desired Text. 

<10) Follow the directions provided at the bottom of the 

screen until you have found the desired location in the 
document. 



(11) Insure the "No" option is highlighted and press the 
RETURN key once (see Figure 25). 
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^ri]«l^WP00025 ^ ^ MAIN MENU 

^■llke Fl9ire 1 (the "Main Menu* is on the screen). In the * ' 

tupper left corner of the screen, you should find the numeral 

: «2" following the second %rord "Disk." If this is the case, 
proceed to step 02. If the numeral is go to step 

nunber 05. 



Ita development was acccnpli^ed using an Apple Ouodisk 
;;drive, 5 1/4" floppy disks, and the 1.3 Version of the 
AppleWorks program. Generally, other versions of the 
AppleWorks program as well as the smaller disk drives, 
presently available on the market, may be used in 
conjunction with the document. If the document is to be 
used as it was intended at the time of its development, 
users must have the following items available to them: 



Type entry or use 9 coinnands Line 18 Column 33 9-? for Help 



Figure 25. The Monitor Screen After Exiting The Find Function. 

d. Identifying the locations of page breaks. This option allows 
you to identify the exact locations of the ends of the pages 
in your document. If you want to change the locations of the 
ends of the pages, you need to use the OPEN-APPLE-0 ccnmand. 

<1) Press the OPEN-APPLE and the -K- keys at the same time. 
YOU Will see a message on your monitor screen similar to 
the one shown in Fipure 26. 
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>>.;Filet UP0002S 



CALCULATE MENU 



Escape: Main Menu 



- w- 



Which printer will be used when 
the file is actually printed? 

1. Apple DMP 

2* ImageWr iter 

3* EPSON 

4* A text (ASCII) file on disk 



Type number, or use arrows » then press Return 



8K Avai 1 • 



Figure 26 « The Monitor Screen After Selecting The Page Break Command. 

(2) Use the ARROW keys and select the type of printer 
connected to your machine by highlighting its name. 

<3) Press the RETURN key once and examine Figure 27. Your 
monitor screen will appear similar to this Figure. 
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^ prilei ^WP00025 MAIN MENU 

|f.'like FlflMre 1 <the "Main Menu" is on the screen). In the"" 
l«ft corner of the screen » you should find the numeral 
it- "2" following the second word "Disk." If this is the case, 

proceed to step 02. If the numeral is "1," go t.-* step 
|;-./:.nuiBber 05. 



^:=Ita development was accomplished using an Apple Duodisk 
fdrivev 5 1/4" floppy disks, and the 1.3 Version of the 
:Appl«irorks program. Generally, other versions of the 
AppleWorks program as well as the smaller disk drives, 
pc»iBently available on the market, may be used in 
P^;aeon Junction with the document. If the document is to be 
f^^uaed as it was intended at the time of its development, 
users must have the following items available to them: 



h Type entry or use 9 commands Line 18 Column 33 9-? for Help 

^ 

:r Figure 27. The Monitor Screen After Completing Tne Identification Of~ 

>■ Page Breaks. 

*♦ Moving part or al 1 of a document. 

<1> Press the OPEN-APPLE and the "M" keys at the same time 
^ <see Figure 28). 



File: WORD PROCESSING 



REVI EW/ADD/.CHAN6E 



Escape: Main Menu 



l\ Figure 1« The Computer Screen With Diak Drive Two Selected* 

02* ADDING FILES TO THE DESKTOP- Select option #1, "Add 
' Files to the Desktop*" It Is high lighted (usually in 

green, but the actual color depends on the type of equipment 
\y you have) so you ^ould press the RETURN key once. Your 
: screen ^ould look like the picture «hown in Figure 2 
following this action. 



Type entry or use 9 comnands Line 37 Column 39 9-? for Help 



Figure 26. The Monitor Screen After Selecting The Page Break Conmand- 

<2) Use the ARROW keys and select the type of printer 
connected to your machine by highlighting its name. 

<3> Press the RETURN key once and ex<\mine Figiire 27. Your 
monitor screen will appear similar to this Figure. 



Filet WORD PROCESSING MOVE TEXT Escape: Review/Add/Change 



Figure 1* The Conputer Screen With Disk Drive Two Selected. 

02« ADDING FILES TO THE DESKTOP. Select option *1 , ''Add 
Files to the Desktop." It is high lighted (usually in 
green t but the actual color depends on the type of equipment 
you have) so you sdtould press the RETURN key once. Your 
screen should look like the picture shown in Figure 2 
following this action. 



Move Text? Within document To clipboard (cut) From clipboard (paste) 



Figure 27. The Monitor Screen After Completing The Identification Of 
Page Breaks. 

e. Moving part or all of a document. 

(1) Set your cursor under the first letter or number of the 
text to be moved. 





Fll«i WP00025 MOVE TEXT Escape: Main Menu 

^^1: like Figure 1 <the "Main Menu" is on the screen)* In the 
K^.?!! upper left corner of the screen, you should find the numeral 
j§|'L«2" following the second word "Disk*" If this is the case, 
fi^iprdceed to step 02. If the numeral is "1," go to step 
^^^^ number 05. 

^< t 

Its development was accomplished using an Apple Duodisk 
drive, 5 1/4" floppy disks, and the 1*3 Version of the 
^SilitppleWcrks program. General ly» other versions of the 
^4 K AppleWorks program as well as the smaller disk drives, 
presently available on the market, may be used in 
conjunction with the document* If the document is to be 
used as it was intended at the time of its development, 
users must have the following items available to them: 



Move Text? Within document To clipboard (cut) From clipboard (paste) 



Figure 28* The Monitor Screen After Selecting The Move Information 
Option* 

(2) Set your cursor under the first letter or number of the 
text to be moved* 

(3) Select the "Within document" option by insuring that it 
is highlighted and pressing the RETURN key once (see 
Figure 29)* 
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Fllei VP0002S MOVE TEXT Escape: Main Menu 

^^'V^lke Figure 1 (the ''Main Menu" is on the screen) • In the 

Upper left corner of the screen, you should find the numeral 
|^j:«2" following the second word "Disk." If this is the case, 
proceed to step 02. If the numeral is ^i," go to step 
number 05 • 



|K Its develc^ent was accomplished using an Apple Duodisk 
f i drive t 5 1/4" floppy disks, and the 1.3 Version of the 
AppleWorks program. Generally, other versions of the 
% AppleWorks program as well as the smaller disk drives, 

presently available on the market, may be used in 
•^. 'conjunction with the document. If the document is to be 
^. used as it was intended at the time of its development, 
users must have the following items available to them: 



\^ Use cursor moves to hic^iiO^t block, then press Return 5K AvaiK 

Figure 29. The Monitor Screen After Selecting The WithUi Document 
Option. 

1/5: (4) Use the ARROW keys to highlight that portion of your 

document which you desire to move. 

;C <5> Press the RETURN key once and examine the example 

results in Figure 30. 



'Mr 

llvA^ilei VfP00025 



MOVE TEXT 



Escape ; Rev i ew/Add/Change 
== I ==== I ==== I ==== I ==== I === 



Figure 1. 



The Computer Screen With Disk Drive Two Selected. 



^02. ADDING FILES TO THE DESKTOP. Select option #1, "Add 
;|§:^File8 to the Desktop." It is high lighted (usually in 

:green t but the actual color depends on the type of equipment 
you have) so you should press the RETURN key once. Your 
t^^acrefen should look like the picture shown in Figure 2 
I ;V following this action. 



Hove cursor to new location, then press Return 



8K Avail 



Figure 30. The Monitor Screen After Entering The Text To Be Moved. 



1^ 



<6> Use arrow keys and move the cursor to the position in 
your document where you wish to move the highlighted 
text . 



<7> Press the RETURN key once (see Figure 31). 
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Filei WP00025 MAIN MENU 

mmmmm | wnamm | mmmm | Mm | mmmm \ mmmtx | mmmm \ mmmm | mmmn | snaw | asassset | ssss | 

green t but the actual color depends on the type of equipment 
you have) so you should press the RETURN key once. Your 
screen ^ould look like the picture shown in Figure 2 
following this action. 



Page Footer 



Generally 9 other versions of the AppleWorks program as well 
as the smaller disk drives, presently available on the 
market f may be used in conjunction with the document. If 
the document is to be used as it was intended at the time of 
its developn^^nt t users must have the following items 
available j them: 



Type entry or use Q commands 



Line 69 Column 5 



Q-? for Help 



Figure 31. The Monitor Screen After Moving Part Of The Text. 



(8) If you desire to move part of your document to the 

clipboard and then on to another file^ the procedure is 
the as that for moving part of the document within the 
file, except that you must select the '•To clipboard*" 
option. 



f. Changing the names of files. This is an extremely important 
option because it allows you to retain your original file on 
a data disk while at the same time rapidly creating a new 
document which, when completed, may be quite similar to the 
original document without having to create the new document 
from scratch. 



<1) Press the OPEN-APPLE and the ••N** keys at the same time 
(see Figure 32). 




Escape: Review/Add/Change 



f^bPigure 1, The Computer Screen With Disk Drive Two Selected. 




Page Footer 




^■02. ADDING FILES TO THE DESKTOP. Select option #1, "Add 
.^VPlles to the Desktop." It is high lighted (usually in 
•^vgreen» but the actual color depends on the type of equipment 
?Je70U have) so you should press the RETURN key once. Your 
V. screen should look like the picture shown in Figure 2 
^ol 1 no this act i on . 



'^Type filename: WP00025 8K Avail. 



Figure 32. The Monitor Screen With The Name Change Option Selected. 



<2) Press the OPEN-APPLE and the ^Y" (yank) keys at the same 
time (see Figure 33). 
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■iFlle:^WP0002S ^ CHANGE FILENAME Escape: Restore former entry 



^ iPlflure 1. The Computer Screen With Disk Drive Two Selected. 
Page Footer 



s.;02. ADDING FILES TO THE DESKTOP. Select option #1, "Add 
•rFiles to the Desktop." It is high lighted (usually in 

green, but the actual color depends on the type of equipment 
:^;you have) so you should press the RETURN key once. Your 

screen should look like the picture shown in Figure 2 

following this action. 

Type filename: Avail 



Figure 33. The Monitor Screen After Using The Yank Function. 
<3) Type the new flie name Csee Figure 34). 
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l;:^ Filet VP00025 CHANGE FILENAME Escape: Restore former entry 

green* but the actual color depends on the type of equipment 
y^cyou have) so you should press the RETURN key once. Your 
>V:«ereen ^ould look like the picture shown In Figure 2 

foil owl no this action. 



Paod Footer 



- vGo'*^^** other versions of the AppleWorks program as well 
V as the smaller disk drives, presently available on the 

market t may be used In conjunction with the document. If 
; the document Is to be used as It was Intended at the time of 
: Its development, users must have the following Items 

available to themt 

Type f ilename: WORD PROCESSING 5K Avail. 

Figure 34* The Monltoi Screen After Typing New File Name. 

^4) To enter the new file name In the computer memory, press 
the RETURN key once. Exaamlne the upper left corner of 
Figure 35 and then compare Figures 34 and 35. 




Piles WORD PROCESSING REVIEVVADD/CHANGE Escape: Main Menu 

!^>/Figure 1. The Computer Screen With Disk Drive Two Selected. 



-Page Footer 



02. ADDING FILES TO THE DESKTOP, Select option #1, "Add 
Files to the Desktop." It is hig^ lighted (usually in 
^■Si green, but the actual color depends on the type of equipment 
lei-., you have) so you should press the RETURN key once. Your 
screen should look like the picture shown in Figure 2 
following this action. 



Type entry or use 9 commands Line 39 Column 1 9-? for Help 



Figure 35. The Monitor Screen After Entering The New File Nanie. 

g. Replacing the wording of part of your document with new 
wording. 

CD Press the OPEN-APPLE and the "R" keys at t^^e same time 
Csee Figure 36). 



Filet WORD PROCESSING REPLACE Escape: Review/Add/Change 

a" Figure 1. The Computer Screen With Disk Drive Two Selected. 

r - 

^ Page Footer 



02. ADDING FILES TO THE DESKTOP. Select option «U ''Add 
Files to the Desktop*" It is high lighted (usually in 
green t but the actual color depends on the type of equipment 
you have) so you shoulc" press the RETURN key once. Your 
screen should look like the picture snown in Figure 2 
following this action. 



Replace? Text Case sensitive text 



Figure 36. The Monitor Screen After Selecting The Replace Option. 



(2> Select the "Text" option by insuring that it is 

highlighted and then pressing the RETURN key once. See 
Figure 37 - the picture would be identical if you chose 
the "Case sensitive text" option. 



FHe» ^WORD^PROC ESSIN G ^ REPLACE Escape: Main Menu 

green* but the actual color depends on the type of equipment 
you have) ao you Aould press the RETURN key once. Your 
acreen should look like the picture ^own in Figure 2 
following this action. 



-Page Footer 



ji Generally* other versions of the AppleWorks program as well 
as t:.e smaller disk drives* presently available on the 

\ market* may be used in conjunction with the document. If 
the document is to be used as it was intended at the time of 

- it« development* users roust have the following items 

r- available to them: 



Replace v^at? 



Figure 37. The Monitor Screen After Selecting The Text Option. 

<3> Type the word or words to be replaced (see Figure 38). 



:ER1C 
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:>U«i^WreD^PRQCgSSINQ ^ ^ ^REPLACE ^ ^ ^ Eacape: Main M.nu 

-9C99n, but the actual color depends on the type of equipment ' 
;Y0U have) so you should press the RETURN key once. Your 
•creen should look like the picture shown in Figure 2 
if oil owing this action. 



-Page Footer 



^KGenerally, other versions of the AppleWorks program as well 
;.as the smaller disk drives* presently available on the 
Market, may be used in conjunction with the document. If 
^^^^the document is to be used as it was intended at the time of 
Its development, users must have the following items 
cava liable to them: 



^Replace? One at a time All 



Fiswre 38. The Monitor Screen Showing Text To Be Replaced. 
<4) Press the RETURN key once (see Figure 39). 



\ ' ' 

jf^Pilet WORD PROCESSING REPLACE Escape i Rev i ew/Add/Change 

If Figure !• The Computer Screen With Disk Drive Two Selected, 



-Page Footer 



02. ADDING FILES TO THE DESKTOP. Select option ''Add 
Files to the Desktop." It is high lighted Cusually in 
green, but the actual color depends on the type of equipment 
you have) so you should press the RETURN key once. Your 
screen should look like the picture shown in Figure 2 
following this action. 

Replace with what? 8K Avail 



Figure 39. The Monitor Screen After Entering The Text To Pe Replaced. 
C5> Type the replacement text Csee Figure 40). 



Figure !• The Computer Screen With Disk Drive Two Selected, 
h Page Footer 



02- ADDING FILES TO THE DESKTOP* Select option #1, "Add 
Files to the Desktop*^ It is high lighted (usually in 
green, but the actual color depends on the type of equipment 
you have> so you should press the RETURN key once. Your 
screen should look like the picture shown in Figure 2 
following this action* 

Replace with what? A 8K Avail 



Figure 40* The Monitor Screen Showing The Replacement Text. 
<6) Press the RETURN key once (see Figure 41). 



We undertake these tasks one at a time as a solution one 
at a time Is sought for the problem* 



Replace? One at a time All 



Figure 41. The Monitor Screen Showing The Replacement Text Entered. 

(7) Select the "One at a time" option by pressing the RETURN 
key. Your monitor screen will show the first occurrence 
of the text to be replaced (see Figure 42). 
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Figure !• The Computer Screen With Disk Drive Two Selected. 



Page Footer 



Replace this one? No Yes 



Figure 42. The Monitor Screen Showing The First Occurrence Of The 
Text To Be Replaced. 

<8> Use the RIGHT-ARROW key to highlight the "Yes" option. 

(9) Press the RE*rURN key once to accomplishment the 
replacement (see Figure 43). 
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%^,Fi\Bx WORD PROCESSING 

|v^k«««=|«««|==«:|«==| = 



^REPLACE ^ ^ Escape: Review/Add/Change 



.OA- 



it" 



Figure !• A Computer Screen With Disk Drive Two Selected. 



0^ Page Footer 



Find next occurrence? No Yes 



Figure 43 • The Monitor Screen After The First Replacement Is Made. 

C10> If you want to continue on to the next occurrence of 

the text to be replaced, highlight the "Yes** option and 
press the RETURN key or press the ESC key to return to 
the document. 



CllJ Press the ESC key (see Figure 44). 



iv 
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^file: WORD PROCESSING 



^ REVIEW/ADD/CHANGE Escape: Main Menu 



9^ 



gFlgure !• A Computer Screen With Disk Drive Two Selected. 



-Page Footer 



U^yp^^ entry or use 3 commands 



Line 40 Column 13 



3-? for Help 



Figure 44. The Monitor Screen After Returning To The Original 
Document. 

h. Setting tabs. 

CI) Press the OPEN-APPLE and the *^T" keys at the same time 
(see Figure 45) . 



tit' 
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File: WORD PROCESSING 



MODIFY TAB STOPS 



■■\. 



Escape: Review/ Add.'' Change 



0^- 



Figure 1. A Computer Screen With Disk Drive Two Selected. 



Page Footer 



5j 



Tab stops: S: Set C: Clear R: Remove all 



(Column 13) 



Figure 45. The Monitor Screen After Selecting The Tab Set Option. 
<2) Press the "R" key (see Figure 46). 



It 
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l^^fFUe: WORD PROCESSING MODIFY TAB STOPS Escape: Rev iew/Add/Change 



Figure 1. A Computer Screen With Disk Drive Two Selected, 
r: Page Footer 



Tab stops: S: Set C: Clear R: Remove all (Column 13) 



Figure 46. The Monitor Screen After Removing All Preset Tabs. 

C3> Use the RIGHT-ARROW key and move the cursor to column 
#6. You can easily tell when your cursor is in column 
#6 by examining the lower right corner of the monitor 
screen . 

C4) Press the "S" key once (see Figure 47). 



..Pil©« WORD PROCESSING MODIFY TAB STOPS Escape » Rev lew/ Add/Change 



Figure 1. A Computer Scre2n With Disk Drive Two Selected. 
Page Footer 



Tab stops: S: Set C: Clear R: Remove all (Column 6> 



Figure 47. The Monitor Screen Setting A Tab Cue In Column #6. 
<5) Press the ESC key once Csee Figure 48). 
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Filet WORD PROCESSING 



REVIEW/ADD/CHANGE 



Escape: Main Menu 



Figure !♦ A Computer Screen With Disk Drive Two Selected. 



Figure 48- The Monitor Screen After Escaping From The Tab Option, 
i « Bold facing. 



<1) Identify a word or group of words in your document that 
you would like to print in -bold face." 

<2) Use the ARROW keys and move the cursor directly under 
the first letter of the first word you would like 
Drinted in "bold face." 

<3> Press and hold down the CONTROL key and while it is held 
down, press and release the "B" key. 

<4) Press the LEFT-ARROW key once. Your monitor screen will 
appear similar to the example shown in Figure 49. 



Page Footer 



Type entry or use 9 commands 



Line 40 Column 13 



a-? for Help 
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Filet WORD PROCESSING 



MAIN MENU 



Figure 2. *The Screen After Selecting, the "Add Files to 
the 

Desktop" Option. 

03. SELECTING DATA BASE. Select "Data Base" from the "Add 
Files" menu as follows: 



Type entry or use 9 commands 



Boldface Begin 



a-? for Help 



Figure 49. The Monitor Screen Showing Bold Face Begin. 

<5) Use the RIGHT-ARROW key and move the cursor to the 
column (space) immediately following the last letter 
that is to be printed in bold face. 

<6> Press and hold down the CONTROL key and while it is 
being held down, press and release the "B" key. 

<7) Move the cursor on-* space to the left, using the 
LEFT-ARROW key Csee Figure 50). 
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Filet WORD PROCESSING 



MAIN ME(IU 



Figure 2. *The Screen After Selecting*, the "Add Files to 
the 

Desktop" Option. 

03. SELECTING DATA BASE. Select "Data Base" from the "Add 
Files" menu as follows: 



Type entry or use 9 commands 



Boldface End 



a-? for Help 



Figure 50. The Monitor Screen Showing Bold Face End. 

j. Underlining part of your text. The procedure for underlining 
part of your text in the same as ths bold face procedure 
discussed above in "i" except that the «L" key insteao of 
the "B" is used with the CONTROL key. 

k. Moving to the beginning of a file. Press and hold down the 
OPEN-APPLE key and while that key is held down, press and 
release the "1" key. An example of the result 's shown in 
Figure 51, with the cursor now located at the beginning of 
the file. 



Files WORD PROCESSING 



REVIEW/A0D/CHAN6E 



"STEPS" 



Escape; Main Menu 



"DIRECTIONS" 



01 « PROGRAM LOADING. Load the AppleWorks program into the 
computer* With this task completed^ your screen should look 
like Figure 1 (the "Main Menu" is on the screen) • In the 
upper left corner of the screen^ you should find the numeral 
•2" following the second word "Disk." If this is the case, 
proceed to step 02« If the numeral is "l,** go to step 
number 05. 



Its development was accomplished using an Apple Ouodisk 
drive, 5 1/4" floppy disks, and the 1.3 Version of the 



AppleWorks prograin. 



Type entry or use 9 commands 



Line 1 Column 



a-? for Help 



Figure 51* The Monitor Screen After Using The OPEN-APPLE-1 Option 

\. Moving to the end of a file. Press and hold down the 

OPEN-APPLE key and while it is held in the down position, 
press and release the 9 key (see Figure 52). 
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File: WORD PROCESSING REVIEW/ADD/CHANGE Escape: Main Menu 

16. FILE SAVE. Press the OPEN -APPLE and the "S" keys at 
the same time to save the file. 

17. RETURN TO MAIN MENU. Return to the "Main Menu" by 
pressing the ESC key once. 



Type entry or use 9 commands Line 999 Column 1 9-? for Help 

Figure 52. The Monitor Screen After Exercising THe OPEN-APPLE-9 
Opt ion . 

m. Additional help. For additional help, consult the AppleWorks 
instruction book. 



ERIC 



54 

58 



